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5. B. REGIS 2 
es on effice procedure - Forms of corresponden ö 
Co ae ae cee ate ge A OE TE ES oem OD — ae ee oe 222 a ot JF a Rae 
ee Laptop FP. 


chp following are the usual forms in which official 681 


wild be conducted: 


fe Sir, 
I have the honour to @eeeeseeeeeonseenwn eeeevnaevenueepeavnedeeeos 
I have the honour to do, 
sir, 


¢ Your most obsadient servant, 


2. Sir, (Gentlemen), 
(a) I have to 
(b) I am directed to 
I am, sir, 


Your obedient servant, 


3. Dear sir, 

Yours faithfully, 
4. Dear ur. Ae 

Yours truly, 
8. Dear Mr. or pear . . (Surmame) 


Yours sincerely, 


Such forms as 


Dear Nr. 6 „ „ „„ „ „ „„ „0 
Yours faithfully, 


Yours faithfully, 


-official correspondence. 


© offMeials,. persons, and bodies. 
0 Form No. 8. i8 a leas formal official form and would be 


used in anever ing many official letters which reach us in 


forz 3. 


Porm Wo. 3. is more a business form of letter correspondence 


and is not very suitable for official answer, 

Porm No, 4. may be used where it is desired to give a 
personal complexion to a demi-official letter to s person not 
personally known, such as a letter to the father of a deceased 
officer etc. 

Form No. 5. is the correct form to use in demi-official 
letters addressed to officials and other persons of standing 
known personally to the officer addressing the letter, 

Form No. 2 (b) is a suitable form in which to answer a 
letter sent out on behalf of the c. p. 

The present forms of letter correspondence inter- 
departmentally and with the Secretariat are suitable and are 
not affected dy the preceding notes, 

When copies of official doouments are attached to a 
letter, each copy should bear the endorsement: 


True Copy: 
(sd.) p. W. GERRARD. 
Commissioner of Police. 


Copy to: 


O. C. ife S. B. 


— 


. Form No. 1. would be used in addressing officially important 


